
APMP California Capture Adventure
Drafting the Executive Summary



Welcome! 
Thanks for being part of the adventure!
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Heather
APMP California Chapter Chair

Marie
APMP Professional 
Development Chair

You!
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Takeaways
https://www.apmp.org/resource/resmgr/certification
/APMP_Opportunity_&_Capture_P.pdf

https://www.apmp.org/resource/resmgr/certification/APMP_Opportunity_&_Capture_P.pdf


APMP CAPTURE PRACTITIONER CERTIFICATION

https://www.apmp.org/page/CapturePractitioner
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APPROVED TRAINING ORGANIZATIONS
https://www.apmp.org/page/AccreditationATOs
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2020

Topics

Oct. 22

Opportunity Capture 
Planning and 
Scheduling

Oct. 29

Opportunity Capture 
Team Selection and 

Management

Nov. 5

Review 
Management

Nov. 12

Customer Focused 
Opportunity Capture 

Skills

Nov. 19

Gate Decision 
Management

Dec. 3

Engaging Program 
Support

Dec. 10

Engaging Bid 
Support

Dec. 17

Drafting the 
Executive Summary
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2021

Topics

Jan. 7

Price to Win

Jan. 14

Strategy

Jan. 21

Teaming

Jan. 28

Presentations and 
Persuasive 

Communications

Feb. 4

Negotiation

Feb. 11

Self-Leadership

Feb.18

Leading Others

Feb. 25

Internal and External 
Stakeholder 

Management
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Drafting the Executive 
Summary
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Drafting the Executive Summary
Work with sales to ensure the development of key 
elements of the Executive Summary.

Use the draft Executive Summary as a briefing tool.

Engage Senior Managers to review the draft 
Executive Summary
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https://www.apmp.org/page/BOK
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Presenter
Presentation Notes
Introduction – A summary of content at a high level and explain its importance to the proposal or business development process.Best Practices –Key points that business development professionals should know about a particular topic.Application in Diverse Environments – Implications of a topic in small, medium, and large settings; worldwide geographies; and industry, commercial, and government settings worldwide.Recent Trends – Emerging trends or challenges unique to this subject, including new approaches that streamline processes and improve competitiveness.Common Pitfalls and Misconceptions – A key section for professionals looking to improve their skills, an outline of common traps to avoid.Summary – A quick overview of the most important information presented in a topic.Terms to Know – Terms related to a topic that proposal developers should know.Tools and Templates – Templates, charts, and examples that you can download and use for your own work.See Also – Other sections of the APMP BOK that relate to a topic.References – Research-based references used to compile this information.Further Study – Additional sources readers can investigate for more information on a topic.�



Executive 
Summaries



Write and use the draft executive summary.

The Opportunity/Capture Manager is the primary owner of the executive 
summary, but seldom the only writer. The Opportunity/Capture Manager 
is responsible for the initial draft.

Use the executive summary draft to brief internal management, obtain 
buy-in, and refine proposal strategies. 

Use it to brief your extended opportunity/capture team, including the 
proposal team, program management, engineering, and key teaming 
partners and their management.

Distribute and review the draft executive summary at the proposal 
kickoff meeting. When proposal developers understand your key 
messages, they can align their writing more easily. Equally important, 
having and sharing the draft executive summary at proposal kickoff will 
convince contributors that they will be competently managed and that 
their contribution will lead to a win.
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1. Draft your executive summary early 
and ensure customer focus.

2. Write and review early.

3. Use your executive summary to make 
an impression.

4. Clearly indicate your proposal’s 
responsiveness and compliance.

5. Assign writing and review 
responsibilities strategically.

6. Mirror your executive summary themes 
in the proposal cover, title, and cover 
letter.

Best 
Practices

Executive Summaries
http://bok.apmp.org/bok/executive-summaries/

http://bok.apmp.org/bok/executive-summaries/


A good executive summary provides a value proposition that helps evaluators 
choose you.
Always include an executive summary as a stand-alone document unless the 
proposal is very short. Follow instructions if provided. Follow instructions if provided.
Begin a draft executive summary during opportunity/capture planning so that it’s 
available for the proposal kickoff—and get it approved early.
Use it as a briefing tool to drive the direction of first the opportunity/capture team 
and then the proposal team.
Allow time for changes and be sure to do a final proofread, while keeping 
production schedules in mind.
Plan before writing. Adapt your approach to the time available
Write executive summaries for nontechnical, upper-level decision makers.
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Executive Summaries



Tie major discriminators explicitly to customer issues.
Match the goals and priorities of the evaluators. Give them good reasons to select 
you by showing them the unique value of your solution with relevant proof points.
Mention the client first and benefits before features. Show your solution’s 
compliance.
Use a clear writing style and include graphics to add emotional appeal. Avoid too 
much technical detail. Include high-level pricing and related value propositions 
unless prohibited or irrelevant.
Ask the salesperson (or Opportunity/Capture Manager) who knows the client 
best to write the draft executive summary. Enlist a Proposal Editor, if you have 
one, for final edits and a mix of client, technical, competitor, executive, and 
proposal skills for reviews.
Keep your executive summary short. Use a structure that works. Each 
executive summary differs for each opportunity because the client, evaluators, 
competitors, and solution are all different.
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Executive Summaries



Resources
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https://www.apmp.org/events/EventDetails.aspx?i
d=1380548&hhSearchTerms=%22executive+and+s
ummaries%22

What will you learn?
Strong Executive Summaries focus on the customer and 
begin to sell your solution. Learn simple techniques to create 
powerful Executive Summaries every time

https://www.apmp.org/events/EventDetails.aspx?id=1380548&hhSearchTerms=%22executive+and+summaries%22


©2020 APMP California Chapter. All Rights Reserved. 18



APMP California Capture Adventure
What can you take away?



Can you capture every 
moment?
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Virtual 
Events 
Calendar

23

APMP Community Calendar

https://www.apmp.org/events/event_list.asp

APMP Webinars & Recordings

https://www.apmp.org/page/APMPOnDemandStore

https://www.apmp.org/events/event_list.asp
https://www.apmp.org/page/APMPOnDemandStore
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Heather Kirkpatrick, CP APMP
2019 – 2020 APMP CA Chapter Chair

chair@California-apmp.org
heather.kirkpatrick@prideindustries.com
Cell: (916) 996-1365
california-apmp.org

Marie Rounsavell CP APMP
APMP CA Professional Development Chair

professionaldevelopment@california-apmp.org
california-apmp.org

mailto:chair@California-apmp.org
mailto:heather.Kirkpatrick@prideindustries.com
http://california-apmp.org/
mailto:professionaldevelopment@california-apmp.org
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